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FLEET OPERATIONS SPECIALIST

Class Definition

Under generd supervison, performs specidized work in the development of fleet vehicle and equipment
specifications, coordinates acquisition schedul eand compl etes other technical administrativeand operationa work
such as the monitoring and reporting of government mandated programs, and other related Satistica analyss.

Distinguishing Characteristics

The Heet Operations Specidist is asingle postion class performing journey level work related to the purchase,
operation, and datidtica analyss of fleet equipment. The incumbent must exercise considerable independent
judgement in identifying and recommending the implementation of cost savings and efficiency measures related
to fleet equipment purchase and operation. Thisclassdiffersfrom mechanic classesinthat incumbentsof thelatter
are primarily respongble for hands on equipment maintenance and repair work. This class differs from Heet
Adminigration Supervisor in that the incumbent of the latter is responsible for the more complex adminigrative
duties, and plans and supervises the adminidirative support functions of the Fleet Management Divison.

Typical Tasks

(Thisligt is nather indudve nor exclusve. Consequently, thisinformation may not reflect Essentid Functionsfor
this class)

Reviewsvehicleand equipment needsof departments; draftsrequirements specificationsformatted for thebidding
and acquisition of vehicles and equipment.

Corresponds and maintains liaison with equipment suppliers, ingpects bids submitted, recommends acquigtion,
and ensures manufacturer's compliance.

Conductsfleet lifecycdeandysisin determining fleet replacement schedule; appropriaterenta rates, and conducts
other sudies to indtitute optimum efficiency and effectiveness measures.

Inputs, updates, retrieves and verifies a variety of information using a word processor or computer termind;
provides technica support to Feet's automated PC-L AN information system; monitors equipment management
system and fud utilization system.

Adminigters program compliance with federd, state and locad mandates; responsible for the accurate and timely
reporting to ensure conformance.

Provides staff support in other assignment areas such as budget preparation, specia research projects, atistical
andyds and requigtion.

Performs related duties as required.
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Knowledge, Abilities, and Skills

Knowledge of vehicle and equipment specification development and acquisition methods and procedures.

Knowledge of the principles and practices of organization, administration, and management; specificaly budget
methods and bid/acquisition procedures.

Ability to collect, compile, andyze, and interpret technica and Satistical data.

Ability to interpret and gpply complex regulations, legidation, and guidelines.

Ability to andyze problems and make gppropriate recommendations.

Ability to communicate effectively, both ordly and in writing.

Ability to establish and maintain effective working relationships with those contacted in the course of work.
Ability to use avariety of computer business software gpplications and work stations.

Minimum Qualifications

Completion of an Associate of Arts Degree or 60 semester units of course work from an accredited college or
universtyin public administration, business administration, automotive technology, industrid technology or related
field; AND, two years of experience in the acquisition and/or maintenance of vehicles and equipment in the
automoative industry. Additiona qudifying experiencemay be substituted for therequired education on ayear-for-
year-basis.

Soecial Requirement

Possession of avalid Cdifornia Driver's License & time of gppointment.
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